Newcastle
« University

PARTNERS Programme - Teacher/Referee Guide

In order to successfully process a student'’s application to the PARTNERS Programme, it must be
verified by a referee. The referee should be a member of staff who is familiar with the applicant and
can verify the details within the student's application.

Students select their referee upon submission of their application form. More details about the
application process can be found at nclac.uk/partners

If you have been selected as a referee, please follow the guidance below to verify your student's
application.

If you any further issues or questions that are not
covered in the information below, please get in
touch with us here or phone us on 0191 208 6094, —r
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Log in to the HEAT Referee Portal

Welcome to the Referee Portal
Log in to the HEAT Referee Portal via

referee.heat.ac.uk, using your email address and
password. Hello! Please login:

If you're not sure what your password is, either click mary.kelly2@newcastle.ac.uk
‘Forgot password?' [see 1] or get in touch and we
will reset your password for you.

Forgot password?

LOGIN \

How to Verify Your Student’s Application(s)

HEA T‘ Applications (9]

Step 1

Find student applications that
are pending verification [see 2I.

CUCk the Student‘s name ‘to Eg;.egrlee Search application by Firstname or Lastname p 0
open their application. stouties 2
Quick filters: Pending Verified NotVerified
e You can use the ‘Quick Your Details
fl lters to flnd a“’ . Applications Application Date Application Status Referee verified da...
‘Pending’ applications

10/09/2020 Pending; N/A

[see 3I.

I
[ 10/09/2020 Verified Fri, 185ep 2020 @..
I

10/09/2020 Not Verified N/A
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Step 2

the following four tabs are
accurate:

Check that the details within P
H E A T / Event Programme Applications

Referee Go back to applications 4 5 6 7

- Portal
Z]ersonalDetalls [see orid “/60059135 / / /

PARTN ERS EUglblUty Gender Identity PARTNERS Eligibility Further Details Supporting Documents

[see 5]
Further Details [see 6] INSTITUTIONGROUP  University of Newcastle Upon Tyne 133852 (#00022392
Supporting

Documents [see 71

0 UCAS PERSONAL ID 154-845-6320

Step 3

Go to the Referee tab [see 8] and complete the Verified field [see 9] accordingly:

If you are happy to confirm that the details from Step 2 are accurate, please select Verified'
If you are not happy to confirm that the details from Step 2 are accurate, please select ‘Not
Verified'.

o If you select this option, we also request that you tell us why you are not happy to verify

the application by selecting the suitable option from the Not Verified Reason field.

o  We will follow this up with the applicant directly.
If there are any personal extenuating circumstances that have affected the applicant at key
educational times (for example, during study for GCSEs and A levels), please use the Referee
Notes field to give details [see 10I.
Click the 'Submit Reference’ button [see 11I.

H E A T / Event Programme Applications (o]
‘ 8

Referee Go backto applications

Portal DN #030084

Personal Details PARTMNERS Eligibility Further Details Supporting Documents Consent Referee

Your Details

fipplications Eligibility for the PARTNERS 2020/21 Programme

Please select one of the two options from the "WVERIFIED' drop-down field below to indicate whether or not you are happy to verify
the details of this student’s application, as per the following:

+ Verified = You are happy to confirm that the details contained within the application form are accurate.
* Mot Verified = You are not happy to confirm that the details contained within the application form are accurate.

If you select Not Verified, please select the relevant reason from the '"NOT VERIFIED REASON' drop-down field and make any notes
you consider necessary.

‘We do not require a full written statement, unless you consider the information to be relevant to the students application to the
PARTNERS Programme. For example, if the student has experienced personal extenuating circumstances which have affected their 9
study during key educational times, please use this field to outline the circumstances.

VERIFIED - Please select verified/not verified -

REFEREENQTES  Information relating to individual/extenuating personal 10
circumstances

11

Submit Reference %,
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